Grants Online Requestor and Request Authorizing Official
Quick Reference Guide

The purpose of this document is to provide the Requestor and Request Authorizing Official with a
step-by-step process for reviewing and approving the Procurement Request and Commitment of
Funds document in Grants Online.

Step 1: Log into Grants Online and select the “Tasks” hyperlink from the menu bar on the left.

Step 2: The Requestor and Request Authorizing Official should locate the task entitled “ Review
Procurement Request and Commitment of Funds”. Select the “View" hyperlink from the
“Review Procurement Request and Commitment of Funds” task that you would like to
modify.
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Step 3: Select “Review Procurement Request and Commitment of Funds” from the
“Action” drop down menu and click the “Submit” button. This will take you to the
“Procurement Request and Commitment of Funds” details page.



“Review Procurement
Request™ Action

Grants Online Requestor and Request Authorizing Official

Qumk Reference Gmde

—- 'ﬁ" —
i Account S stem Manage
Pre-Award Management | Administration Réports

Welcome to Grants Online Ingrid Guch Log off

F Advisories

Procurement Request and Commitment of Funds - NAD4NOS4780276

I 01749493

Creator: System Account Create Date: 0!
¥ Tasks Status: Procurement Request and Commitment of Funds Review Procurement Reguest and Commitment of Funds Mot Stated  Status Date: 0!
¥ Send Message Last Edited User: System Account

P Notifications

F Archive

¥ Manage Workflow

Tasks G iy Prociremant Reguest and Commitment of Furids e I Subimit

/Gﬂ'm:; 123, B

| Spell Check

“Wiew previous workdflow history and comments ==

Step 4. The next screen is the “Procurement Request and Commitment of Funds” details
page (found on the next page).

On this page, the Requestor and Request Authorizing Official should review the “Procurement
Request and Commitment of Funds” document, validating the following information:
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Withdrawn Procurement Requests EIN Number

Federal Share Amount Shipped To and From Addresses
Request Authorizing Official Regquisition Contact Person/Number
Requestor Line Item Description

Invoice Address Clearances/Remarks

Requisition Number ACCS Lines




Grants Online Requestor and Request Authorizing Official

Quick Reference Guide

Pre-Award Reports

Welcome to Grants Online Ingrid Guch Log Off

» Advisories

* Notifications Award File Header Information
* Archive . .
v Tasks CFDA Number: 11.440 Award File Period: gg:g:}ggg? : Program Office: g:j“gorr;?] %’;}TL"STE;;EISSF%?IME Datdland
P Send Message Program Officer: I(;ug:r? Program Officer Phone: 3017130088 Program Officer Email: ingrid.guch@noaa.gov
- .';_":s':‘asge A i Federal Funding: $0.00 Mon Federal Funding: $0.00 Grants Specialist: Undefined
Projest Title: test

Organization Name: University of Maryland, Biotechnology Institute

Procurement Request and Commitment of Funds - NADNOS4780276

Active Procurement Requests:
Mothing found to display.

withdrawn Procurement Requests:
Mothing found to display.

Federal Share: * §|$500,000.00

Request Authorizing Official: Title Telephone:
Morman Mendes | 562-980-4010
>y Reaquestar: Tite: Telephana:
[ngrid Such I [3077 130085
Invoice Address: ~ Requisition Number: ~
S01 WEST OCEAN =1 [nAacODoooOs0zass

BVLD, LONG BEACH,
ch SoOs0z—42z13 UsA

=l

Affected Reference Number: EIN:
NADANOSATE02TE 12-1234587

To: ~ Ship To: ~
Hevada University =] [1335 EasT weEsT "y, =
and Cormmunity SILVER SPRING, ND
College System, zosi1io Usa

Desert Resesarch
Inscituce

zz15 Ragoio

Pos kwoy  Reoo, WV = =1

Requisition Contact Person: © Telephone Number: =

[irara Guch [Goi-7 150066 %155
Line ttem: Description: = Quantits  Unit Issue:
1 FProject Start Dace: zo0S—ii-oz. =1 ! EAcH
Prosect Ema Date: 2005-12-02
Gramt Type: mot entered
rrosect Descriptiom: sest
Clearancesmemarks:
Sne item found.1
14 o zoos 0D- 00- 000G DO- 0D- OB~ OO GO- OO~ 0O- BOD- 1234500~ 123000 - 00- 00~ 0O- 0O0- $500,000.00 Fiil Dolele
AdH Mew ACCS Line
FRCF Total for this Award action $500,000.00

‘LSave and Return to Total Federal funds authorized for this Award action: $500,000.00
Main”” Button

m Save and Return to Main Cancel

Step 5: After reviewing the document, select the “Save and Return to Main” button located at
the bottom of the screen.
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Step 6: The next screen is the “Procurement Request and Commitment of Funds” home
page. From the “Action” drop down menu, you will have the option to “Approve the
Procurement Request,” “Return the Procurement Request to the Program Officer” or
“Review the Procurement Request.” After selecting your action, select the “ Submit” button.

From the action drop down menu, if you select:
e “Approve the Procurement Request”- the document will be available for the next
person in the workflow for their review and approval.
e “Return the Procurement Request to the Program Officer” - a task will be forwarded
back to the Program Officer requesting revisions.
e “Review the Procurement Request” - the “Procurement Request and Commitment of
Funds” details page will appear for review.
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Step 7: If you “Approve the Procurement Request” or “Return the Procurement Request to
the Program Officer,” and select “Submit”, you will be returned to your “Task” inbox. From
here, you will see that there is no longer a task to “Review Procurement Request and
Commitment of Funds.”

If you have questions or comments about the Grants Online Requestor and Request
Official Quick Reference Guide, contact the Grants Online Help Desk at 301-713-1000 or via
email grantsonline.helpdesk@noaa.gov, for further assistance.




